
COMMUNITY FOUNDATION FOR MONTEREY COUNTY 

Communications Associate 

JOB DESCRIPTION 9/10/15 

Position Summary 

The Communications Associate (CA) provides support for the marketing and 
communications functions of the Community Foundation for Monterey County (CFMC). 
The goal is to build and sustain awareness of the CFMC and to educate the public 
about philanthropy. Target audiences include donors, potential donors, professional 
advisors, nonprofit organizations in the Monterey County region. The Communications 
Associate reports to the Director of Communications. This is a part time, non-exempt 
position. 

Key responsibilities 

Brand stewardship 

 Help maintain brand standards through all communication channels, and educate 
the staff on consistency and usage 

 Participate in the development of an annual communications plan 

Social Media 

 Implement the CFMC's social media plan in support of marketing goals including 
developing, curating and posting content 

 Coordinate marketing calendar with online activity, maintain and post schedules 
 Track and analyze statistics for website on Google Analytics and social media 

platforms including Facebook, Twitter, LinkedIn and You tube  
 Review best practices, make recommendations for continuous improvement and 

look for ways to expand our presence across existing and future platforms 
 Educate staff and board to build engagement 

Print materials 

 Provide coordination, support, proofreading editing for all printed materials 
including annual reports, newsletters direct mail 

Website & Electronic Communications 

 Assist with digital communications including design, scheduling and content 
generation 

 Make website updates and ensure accuracy and optimization of the site 

 



Writing and Editing 

 Create content for multiple platforms 
 Draft and disseminate press releases  

Administrative 

 Maintain and update media contact list 
 Catalogue and distributes news mentions 
 Help update and maintain data integrity between platforms (FIMS, Constant 

Contact, Crescendo) 
 Organize digital assets including photos 
 Scanning and filing of documents   

 
Requirements 

 Fluent in digital communications and related technology applications, including 
social media. Photo editing and video design experience preferred. Graphic 
design software (i.e. Adobe InDesign), web site CMS (WordPress) and 
presentation software expertise a plus. Database management (FIMS, Constant 
Contact) a plus. 

 Strong writing and editing skills and the ability to interview key stakeholders and 
tell the story of the CFMC 

 Demonstrated ability to be well-organized, a self-starter and work independently 
and within a team, with the proven ability to multi-task, set work priorities, track 
projects and meet deadlines 

 Ability to communicate internally within the CFMC team and externally to diverse 
audiences, with knowledge, diplomacy, tact, patience, flexibility, and courtesy 

 High level of interpersonal skills including excellent listening, experience with 
board and donor interaction and strong oral and written communication abilities 

 Uphold the highest ethical standards of integrity, fairness, and confidentiality in all 
relationships 

 Demonstrated ability to problem-solve using analytical and reasoning skills to 
maintain, identify, and make recommendations to improve systems 

 Strong desire to develop and test new systems, new ways of thinking, and 
innovative approaches to marketing and development 

 Proven capacity to work in a multicultural workforce, including sensitivity and 
competency in working with individuals and groups of diverse cultural, 
socioeconomic, and lifestyle backgrounds 

 Minimum 3 year’s work experience, familiarity with marketing, resource 
development, philanthropy and nonprofit sector preferred 

 College degree preferred, but significant and relevant work experience may 
substitute  

This position description is intended to be general and will evolve over time. The 
description is subject to periodic updating.  At management’s discretion, the 
employee may be assigned different or additional duties from time to time. 


